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Centering 


Several lines of copy are centered over each other, but the 
whole thing plays out too far to the left. 

• An extra tab has been set on the typewriter since 
the heading was recorded. 

Clear out the extra tab or tabs and play another 
copy. (You may need to reset the extra tab or tabs 
for the remainder of the project, so check your 
copy.) 

While you are backspacing to center a heading, the type¬ 
writer locks up. 

• You used the regular Backspace Key instead of the 
Required Backspace Code. The Backspace Key, used 
for corrections, took you to the first block and 
became inactive at that point. 

To correct this, Carrier return, track back one time, 
tab to the center, and use the Required Backspace 
Code to back up. 

Extra Copy Prints Out 


The letter played back correctly, but an extra line (some¬ 
thing recorded yesterday) played out at the end of the 
letter. 

• A Card Eject Code was not recorded at the end of the 
new letter. Rerecord the last line of the letter (refer¬ 
ence initials), Carrier return, and record the Card 
Eject Code. 

You revised a card but now some old material is playing 
back in the middle of the new letter 

• A Delete Code may have been recorded over a 
Carrier return or a Track Link Code during the re¬ 
vision. Just rerecord the Carrier return or Track 
Link Code. 

• Some words may have been added to a line and you 
did not Carrier return to end that track so any old 
material still there will play out. Play to the 

last correct word in that line, rerecord it, and 
Carrier return. 





Hyphens 


Syllable hyphens were recorded in long words for Adjust 
playback in case the words come at the end of a line. How¬ 
ever, they all play out whether they are needed or not. 

• Is the machine actually in Adjust? The hyphens will 
print in Play but not in Adjust. 

• The hyphens may have been recorded as Required 
Hyphen Codes instead of syllable hyphens. 

During playback, catalog numbers divide up—part prints 
on one line and part on the next. This has also happened 
with telephone numbers. 

• The Carrier is returned when a hyphen is read in the 
Adjust Zone during Adjust playback. 

To prevent this, change from Adjust to Play and 
from Auto to Word. After the number has played 
out, manually return the Carrier and change back 
to Adjust and Auto. 


Locked Keyboard 


• A card may be in the eject position. 

• The Record Button is depressed, but a card is 
not inserted into the Card Unit. 

• While recording, you tabbed and then tried to 
back up to the left margin. 





Lights/ When you are in Record: 



This means a character did not record. 


1. Backspace twice and rerecord the last two 
characters. 

2. If the red light stays on, eject the card.* Clean it 
with a facial tissue, wiping lightly the long way. 
Reinsert the card and rerecord the entire line you 
were typing on. 

3. If the card is dented, reinsert it.* Record Track 
Link Codes to bypass the dent (about 4 Track 
Link Codes equal a 1/4-inch dent); then com¬ 
pletely rerecord the line you were typing on. 

4. Eventually, through repeated use or improper 
handling, a card will wear out. This will result 
in red lights that steps 2 and 3 will not correct. 
When this happens, throw the card away. 

* When the card is reinserted, the machine will be at the beginning 

of the track you were typing on when the red light came on. 



This means the track is filled. 


1. Backspace once. Record a Track Link Code and 
continue recording. 

2. If making revisions: Backspace to the end of the 
last word on that line. Record a Carrier return. 
Record the rest of the addition and the original 
line for that track. End with a Carrier return. 


O 
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This means a card is not loaded or only one 
recording space remains. 


Load a card, or record a Track Link Code to connect 
the tracks. If revising the card, record a Carrier return. 
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Lights/ When you are in Play: 



This means a recorded character cannot be 
played back. 


1. Depress Auto several times. Usually playback will 
start. 

2. If not, depress Record and rerecord the character 
that will not play back. 

3. If the character will not record, depress Play. Hold 
the Code Button and depress Char/Stop once. The 
character will either play out this time or be skipped. 
If it skips, the missing character or function must be 
substituted from the keyboard. 
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Red light comes on first, then yellow light 
comes on as the card ejects. This means 
nothing is recorded. 


1. A blank card may be inserted. Insert the proper 
one. 

2. A Card Eject Code was not recorded at the end 
of the message on a new card. Move the Track 
Indicator back to “1” after inserting the next card. 

3. A track may have been revised and no Carrier 
return or Track Link Code recorded at the end 
of the track. Reinsert the card and go forward 
one track before resuming playback. 


This means no card is loaded. 


Load the proper card. 









Missing Copy 


You inserted a card and depressed Auto. The card 
immediately ejected. 

• You may have inserted a blank card by mistake. 
Check the card number and insert the correct card. 

• You may have recorded a Card Repeat Code and 
then from habit recorded a Card Eject Code. The 
Card Repeat Code immediately returned the card 
to Track 1, so the Card Eject Code was recorded 
on Track 1. Just rerecord the first character (a 
Stop Code or Index/Return Code) on Track 1. 

Your record copy is correct, but a line is missing during 
playback. 

• An extra Carrier return may have been recorded. 
Just retype the first character on that line. 

• A Track Link Code may have been recorded on 
the wrong line during a revision. Again, rerecording 
the first character on that line will correct the 
problem. 

• You may have depressed a Track Selector too hard 
and tracked back two tracks instead of one. You 
erased a prior line while typing the correction. 

Spaces 


Your machine only spaces once between sentences 
sometimes. 

• You are playing back in Adjust. Remember the rule 
to space twice after each ending punctuation mark, 
even when it comes at the end of a line. This will 
insure that you will have two spaces after the 
sentence, regardless of where it falls during Adjust 
playback. 





Tabular Material 


You discover when you play back a copy of a table that 
two columns are too close together. 

• Specific tab settings do not record on the card. 

Only an instruction to “TAB” is recorded. There¬ 
fore, this is just a typewriter adjustment. Use the 
same number of tabs for playback as you used 
when recording the table. 

Example: Record tabs were set on 15, 33, 45, 55. 
This was not centered properly. Playout tabs can 
be changed to any four settings (e.g., 20, 40, 50, 
and 60). 

During playback of a statistical table, some of the lines 
are playing out wrong. Parts of some numbers are missing, 
and some columns are playing out at the wrong tabs. 

• Tab stops should be set for the longest line, and 
then you should space forward to line up numbers. 
However, if you lined up numbers by backspacing 
and you used the regular Backspace Key, you 
erased numbers and tabs when you typed the new 
numbers. Rerecord the lines having errors, typing 
them correctly. 

You notice an error in column 1 but you are typing in 
column 3. You backspace to make the correction but 
the keyboard locks before you reach the left margin. 

• A tab takes up only one block on the card but 
several spaces on the paper; therefore, you will 
reach the beginning of the track before you 
reach the left margin on your paper. 

When this occurs, Carrier return, track back one 
track, and rerecord that line, making the 
correction. 






Underscoring 


A special project requires that centered headings be 
underscored continuously. However, the book says 
that such headings cannot be played back in Adjust. 

• One solution to this is to type the heading, 
underscoring all of it, and then play it back in 
Play every time. You can then change to Adjust 
for the rest of the project. 

• Another solution is to record the heading using 
Required Space Codes between the words. You 
can then underscore all of the heading and play 
it back in Adjust. Required Spaces do not 
become Carrier returns in the Adjust Zone. 









Revising the Card 


1. Use both Play and Record for making changes. 

2. Insert paper lengthwise to allow a 100-space line. 

3. Track to the first Track with a change. Do not 
play to that point. 

4. Use Delete Codes for omitting nine or fewer 
characters. 

5. For longer deletions, record the remainder of 
the line, including the Carrier return. 

6. For additions, record the addition plus the re¬ 
mainder of the line, including the Carrier return. 


When playing a final copy, you may want to change 
from Play to Adjust and back again in the same 
document. 

Use Play for headings, names and addresses, and 
paragraphs where changes did not occur. Use Play 
also for the final copy of all tabular material. 

Use Adjust for paragraphs where changes did occur 
and line lengths changed. 






Revising the Copy 


1. Use Play for paragraphs without changes. 

2. Use Adjust for paragraphs with changes. 

3. Insert original and carbons for final copy. 

4. Play to the first change. 

5. Depress Skip and Word to omit unwanted 
material. 

6. Depress Play or Adjust. 

7. Type in the change and continue. 

Remember: 

• A space or Carrier return skips with the word it 
follows. 

• Skipping does not change the card. Only the 
copy is changed. 
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